You can move 
through the data 
in a table to 
review and edit. 
information. 


If a table contains. 
a lot of data, your. 
computer screen 
may not be able. 
to display all the 
data at once. You 
can scroll through 
records and fields 
to display data 
that does not 
appear on your 
screen. 


MOVE THROUGH RECORDS An arrow (y ) appears E] To move through the 
[I Ciick any cell in the Semis erent vasa, Jeanna fe one a thn 
record you want to make This area displays the bling ns 
the current record. number of the current. (14) First record 
record and the total number k 
of records in the table. E) Previous record 
[E] Next record 


To quickly move to a 
specific record, double-click 
this area and then type the 
number of the record you 
want to display. Then press 
the ‘Enver key. 


g (FD Last record 


How do I use my keyboard to move through 
data in a table? 


To Move: Press on Keyboard: 
Up one screen of records 


Down one screen of records 


To the next field in the current record 
Up one record in the same field 


Down one record in the same field 


ceppa 


SCROLL THROUGH RECORDS: To quickly scroll to any | SCROLL THROUGH FIELDS To quickly scroll to 
El To scroll one record at  "ecord, drag the scroll box LET To scroll one field at any fied, drag the acral 
atime, click ^ or along the scroll bar until atime, click I or Bl. box along the scroll bar 
j dtodd a yellow box displays the had - until the field you want 
Note: You cannot scroll through number of the record you Note: You cannot scroll through 1o view appears. 
records if all the records appear want to view. ils if all the fields appear on 
on your screen. our screen. 


Before performing 
many tasks in a table, 
you must select the 
data you want to work 
with. Selected data 
appears highlighted 
on your screen. 


E] Position the mouse I 
over the name of the 
field you want to select 
(I changes to $) and 
then click to select the 
field. 


W To select multiple fields, 
position the mouse T over 
the name of the first field 
(I changes to #). Then 
drag the mouse $ until 
you highlight all the fields 
you want to select. 


EI Position the mouse I 
over the area to the left 
of the record you want 
select (I changes to =>) 
and then click to select 
the record. 


To select mutiple records, 
position the mouse | over 

the area to the left of the first 
record (I changes to = ). 
Then drag the mouse = unti 
you highiight all the records 
you want to select. 


How do I select all the information How do I deselect data? 
in a table? 


| rci 


To select all the information in a To deselect data, click anywhere 
table, click the blank area (_|) to in the table. 
the left of the field names. 


Garey ratio 


wi ee 
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SELECT A CELL W To select multiple cells, | SELECT pata in a CELL W To quickly select 


E] Position the mouse T position the mouse T over LEJ position the mouse T a word, double-click 
over the left edge of the the left edge of the first cell over the left edge of the data. the word. 

cell you want to select Q changes to <2). Then — — and then drag the mouse T 

(I changes to «3 ) and drag the mouse tp until until you highlight all the. 

then click to select the cell, YOU highlight all the celis data you want to select. 


you want to select. 


EDIT DATA 


Access 
automatically 
saves the 
changes you 
make to the 
data in a tabl 


Noto: You can press the € 


Note: To delete a single characte, 


I] Click the location in or key to move the EI Drag the mouse I click the location where you want to 
the cell where you want nsn pot. over the data you want bod ls pui remove ha 
to insert data. E] Type the data you to delete to highlight the po i y the Ho 

A flashing insertion ‘Wantto inserts data. aaa 


To remove the character to the right 


point appears in the cell, E Press the ossis. key of the insertion point, press 
indicating where the data to delete the highlighted the Daca Key 
you type will appear. data. 


A o 


What are the symbols that appear Why can't edit the data in a cell? 
to the left of the records in a table? 


You may be trying to edit data in a field that 
has the AutoNumber data type. A field that 
has the AutoNumber data type automatically 
numbers each record for you to uniquely 

This is the current. identify each record. For more information 
record, on data types, see page 83. 


You are editing this 
record. 

You can enter data for 
a new record here. 


Fe Ane ah Colne A 
Meter Big Cmts Bed ergs |? 
Temptar SRD Eee Ok Syme jn f 


The cellis highlighted. HEJ Type the new data UNDO CHANGES. 
El Position the mouse | and then press the E] Click 5 to immediately 
over the left edge of the Enter) key. undo your most recent 


cell containing the data you change. 
want to replace with new 

data (I changes to.) 

and then click to select 

the cell. 
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ZOOM INTO A CELL 


“hough Brian s rely new customer he has placed many oer win ue = 
‘vere pat ew monte, He has commented many tos on aw eS aa 
‘over rom us, He says our custormor servico is ecole! Brian has nos up 
rout prefered customer plan, whe ett hint pec tee at ours 


won. 


nee Zooming into a 
pron cell is useful when 
a cell contains a 
large amount of 
information, such 
as notes about a 
customer. 


LI Click the cell you El Press and hold down W The Zoom dialog box E] When you finish 
want to zoom into. the Shift key as you appears. reviewing and editing 
press the Fe key. This area displays all the data, click OK to 

the data in the cell You close the dialog box. 
can review and edit the B. The table wil display 
data. To edit data, see any changes you made 
page 56. to the data 


CO 


DISPLAY A SUBDATASHEET 


When viewing the 


information in a H 
table: pou may Customers : Table 


be able to display 


a subdatasheet 


to view and edit 


For example, when 
viewing a table 


Orders : Table 
Product ID 


containing customer 
information, you can 
Discount display a subdatasheet 


45680 10 


| $458.70 10% to view the orders 


15% placed by a customer. 


74238 20| $622.90 | 
"M 36749 37 $714.03 15% 


You can display a 
subdatasheet only 
When a table is related 
to another table. 

For information on 
relationships, see 
page 128. 


DISPLAY A SUBDATASHEET 


When information in É To display related data 
a table relates to data from the other table, click 
in another table, a plus the plus sign (+ ) beside a 
sign (+ ) appears record (+ changes to — ). 


beside each record. 


A subdatasheet appears, BA To once again hide 
displaying the related data the subdatasheet, click 
from the other table. You the minus sign (— ) 
can review and edit the data. beside the record. 


To edit data, see page 56. 
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You can find 
and correct. 


all the spelling 


errors in a 
table. 


ECK SPELLING 


mm 
Spaceships in Orbit 1988 
Escape from Reality 1990 
Hugh's Haunted Castle Em 
St Waters Rua Deep. 1996 
The Tourist 1989 
The Cowboy Invasion [S 
My Clandestine Ways m 
The Magical Lilac Tree 1967 


‘Access compares 
every word in your 
table to words in its 
dictionary. If a word 
in your table does 
not exist in the 
dictionary, Access 
considers the word 
misspelled. 


cell in the table. 


‘Ell To spell check your 
entire table, click any 


z 
E The Spelling dialog i This area displays 
box appears if Access suggestions for correcting 
finds a misspelled word the word. 
in your table. 


This area displays 
the misspelled word, 


Mote: To spell check only part 
of your table, select the fed 
record or cell you want to check 
in the table. To select data in a 
fable, see page 54. 

E] Click |) to start the 
spell check. 


Can Access automatically correct my Will a spell check find all the errors in my 
typing mistakes? table? 

Yes. Access automatically corrects No. A spell check will find only spelling 
‘common spelling errors as you type. errors. Access will not find correctly spelled 
Here are a few examples: words used in the wrong context, such as 


"blew" in a Product Color field. You should 
carefully review your table to find this type. 


ln of error. 
adn me and 


alot 9 alot 
comittee — committee Product Color | Qu 
dont don't 


brown | 
dark blue | 


white 


E] Click the suggestion To skip the word and E] Correct or ignore. Q Click OK to close 
you want to use to correct continue checking your misspelled words until the dialog box. 

the word. table, click Ignore. this dialog box appears, 

E] Click Change to correct Note: To skip the word and at! teling you the spell 


the word in your table, other occurrences ofthe word Check is complete. 


in your table, click Ignore AH. 


ee: = 


MOVE OR COPY DATA 


You can move or 
copy data to a new 
location in your 
table. 


Moving data allows 
you to rearrange data 
your table. When 
you move data, the 
data disappears from 
its original location, 


Copying data allows 
you to repeat data in 
your table without 
having to retype the 
data. When you copy 
data, the data appears 
in both the original 
and new locations. 


Ell To move or copy data. M To copy the entire Click one of the E] Click the location in 
in a cell, drag the mouse T contents of one or more following buttons. the table where you want 
over the data until you cells, select the cell(s) Ww to place the data. 

IE Move data 
highlight the data you containing the data you ~ "B if you copied the entire 
want to move or copy. want to copy. To select lili Copy data Contents of ans cr more: 


celis, sae page 55. cells, select the cell(s) 


Where you want to place 


g the data. 


Why does the Clipboard task pane 
appear when I move or copy data? 
When you move or copy data, the 
Clipboard task pane may appear. The. 
Clipboard task pane displays the last 
items you have selected to move or 
copy. To place a clipboard item in your 
table, click the location where you want 
to place the item and then click the item. 
in the task pane. 


Note: To close the Clipboard task 


pane, click) at the top ofthe 
ask pane 


ba Spor 


(Une Dade Bes | meg 


E Click i to place the The data appears COPY DATA DOWN ONE CELL El Press and hold down 
data in the new location. in the new location. EI Click the cell directly the Cui key as you press 
below the data you want the IB (apostrophe) key. 
to copy. Access copies the data 
to the cell. 


——— «> 


ADD A RECORD 


You can add a 
new record to 
include additional 
information in 
your table. For 
example, you 
may want to add 
information about 
a new customer. 


You can add a new 
a record only to the 
TEAN end of your table. 


n If you later want to 
EE Er change the order 
of the records in 
the table, you can 
sort the records. 
To sort records, 


see page 176. 


E] Click (FE) to add a Click the first empty E] Type the data that E] Repeat step 3 until 
new record to your table. cell in the row. corresponds to the field and you finish entering all 
then press the Enter key the data for the record. 
to move to the next field. EB Access automatically 
saves each new record 
you add to the table. 


ll —Hsá—i: 


DELETE A RECORD | 3 | 


(c 


You can delete a E EE Deleting records. 
record from a table : saves storage space 
to permanently on your computer 
remove information and keeps your 

you no longer need. database from 


For example, you 
may want to remove 
information about. 

a customer who no 
longer orders your 
products. 


becoming cluttered 
with unnecessary 
information. 


When you delete 

a record, you may 
also want to delete 
any related records. 
in other tables. For 
example, if you delete 
a company from your 
supplier table, you 
may also want to 
delete the company's 
products from your 
products table. 


m— 


[] Position the mouse T El Click | todeletethe W The record disappears. E] Click Yes to permanently 
over the area to the left record. WI A warning dialog box delete the record. 

of the record you want to appears. 

delete (1 changes to «b ) 7 
and then click to select 


the record. 
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CHANGE THE FONT OF DATA 


You can change 


the font, style, Spaceships in Orbit 


size and color of Escape from Reali 

data in a table efr y 

to customize the Hugh's Haunted Castle 

appearance of 7 £ 

risers _ Still Waters Run Deep 
(5. The Tourist 

For example, you i The Cowboy Invasion 

may want to use a F T 3 

smaller font size My Clandestine Ways 


tor your data to 
display more 
information on the 
screen at once. 
When you change 
the font of data, 
all the data in the 
table will display 
the change. 


The Magical Lilac Tree 


CHANGE THE FONT OF DATA 


E] Click Font. E] To select a new font E] To select a new size 
E The Font dialog Tor the data, click the for the data, click the 
box appears. font you want to use. size you want to use. 


To select a new style [:] To underline the 


for the data, click the. data, click Underline 
style you want to use. (E changes to E). 


abl — ro —á—! 


What determines which fonts are available Why do some fonts display the () 

on my computer? symbol in the Font dialog box? 

The fonts available on your computer. In the Font dialog box, the ( symbol 
depend on the programs installed on your beside a font indicates an OpenType 
‘computer, the setup of your computer and font. An OpenType font will print exactly 
the printer you are using. You can obtain as it appears on your screen. A font that 
additional fonts at stores that sell computer does not display the () symbol in the 
software and on the Internet. Font dialog box may not print exactly as 


it appears on your screen. 


E] To select a new color This area displays a The data in your table. 
for the data, click this preview of how the data ^ displays the changes. 
area to display a list of appear in your table. 

the available colors. E] click ox to confirm 

E] Click the color you. your changes. 

want to use. 
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HIDE A FIELD 


You can temporarily 
hide a field in a 
table to reduce 
the amount of 
information 
displayed on 
your screen, 


When you hide a 
field, Access does 
not delete the field. 
You can redisplay 
the field at any time, 


EI Click the name of the El Ciick Format. BI The field disappears 
field you want to hide. 5 from your table. 
The field is highlighted. Clee Hide Caturens: 


O e 


When would I hide a field? How can I hide multiple fields in my 
Hiding a field can help you review maie? 

information of interest in a table by To hide more than one field at tho samo 
removing unnecessary data from your time, you must first select all the fields 
screen. For example, if you want to you want to hide. Position the mouse I 
browse through only the names and ‘over the name of the first field you want 
telephone numbers of your customers, to hide € changes to $ ). Then drag the 
you can hide the fields that display mouse $ until you highlight all the fields 


other information in your table. you want to hide. To hide the selected 
fields, perform steps 2 and 3 on page 68. 


BEDISPLAY A FIELD E] Click Unhide Columns. This area displays a list É] Click close to close 
E] Click Format, "B The Unhide Columns of all the fields in the table. the Unhide Columns 
k dialog box appears. A check mark (w^) appears dialog box. 
beside each field that is The field reappears 
currently displayed. 
E] Click the box (7) beside 
the hidden field you want to 


redisplay (L1 changes to [vi g 


in your table. 


FREEZE A FIELD 


You can freeze 
a field in a table 
so the field will 
remain on your 
screen at all 
times. 


Ho pee - 


er ORDERS table 


EI Click the name of the Note: To freeze more tan one Note: Freee Columns 

field you want to freeze. field at the same time, select El cii does not appear on the menu, 

The field is highlighted. the ils you want to freeze OA Freese’ Cohanne. position the mouse È over 
To select multiple fields, see the bottom of the menu to 
page 54. display the menu optio. 


—e———————————— 


When would I freeze a field? 
Freezing a field allows you to keep 


important data displayed on your 

screen as you move through data 

in a large table. For example, you s A 
can freeze a field that contains sam ry Foe 
the product numbers in a table so Dir O09 Food 


the numbers will remain on your 
screen while you scroll through 
the product information, 


Tit ete Us. Ie t 
Nana e 


E] Click any cell in the W The frozen field will UNFREEZE ALL FIELDS 

table to deselect the field. remain on your screen 
as you move through the 

(Meses withered les other fields in the table. “EA Click Untreeze Alt 

table. The black vertical To move through the Columns. 

line to the right of the field other fields in the table, Note: If Unfreeze All Columns does 

indicates that the field is © or 2 not appear on the menu, position 

frozen, the mouse by over the bottom of the 

menu to display the menu option. 


JB. When you unfreeze 
a field, Access will not 
retum the field to its 
original location in the 
table. To rearrange 
fields in a table, see 
page 45. 


